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PowerPoint
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—Creake a new presentakion using

1. Open PowerPoint

2. Start/Programs/PowerPoint

3. When it opens, you will see e
a window asking for you to " Design Templats
select how you would like to
make your presentation.
Let’s select BLANK
PRESENTATION now and we
will add a template later for

%' Blank presentation

design purposes. _The Auto % " Spen an existing presentation
Content Wizard will not be
explored. Mare Files, ..
4. Once you _have selec_ted the E:\NelsorMathgeoshpes. pot
above option, you will see a E:l...\printables-rmath. ppt

popup that has many
different thumbnails of
possible layout options for
your slide. Pick the one that
suits you the best and click
OK. I am going to pick the
second one.

[™ Don't show this dialog box again

Ik Cancel

Layout Options
M7

el 3

Choose an Autolayout:

Cancel

—y |

NEIN =S R

Title Slide

™ Don't show this dialog box again
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Click to add title
Iy
+ Click to add text
Click to zdd notes

D=onval i
JDLawv’Kc-j|Agt05hapesv Sy T I:lDa‘ |£-£vé-Ef =B m,|
| Slide 1 of 1 ‘ Default Design ’_

This is the main screen above. I have a page view on the right side and as my
presentation grows, each slide I add will have a little icon on the left. You can jump
around in your presentation by clicking on the little icons. Or rearrange your
presentation slides by clicking and dragging the little icons around.

Formatting tools are at the top and I have some drawing tools and graphic tools at
the bottom. Lets just have a quick look at them .....

TYPING IN INFORMATION:

Just click on the “Click to add title” text and type in what you want your title to be.
Click to add text beside the bullet point. If you don’t want bullets, click the bullet
button on the tool bar when you have the text highlighted and you can type a full
paragraph without bullets.

Notice on the split screen that any information you type on the slide shows up on the

left hand side - basically the left hand side is a summary of the right hand slide. As
your presentation grows - this helps you stay organized.
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1 [ Jenny's Presentation
« First point goes her
¢ Second point goes

Jenny’s Presentati

g///////////////////////////////////////////////////////////////////LV///////////////////////////

+ First point goes here

+ Second point goes here.

R

Using Spell Check

To Spell Check Your Presentation:
1. Use one of the following methods:

o Click the spelling icon on the Standard Toolbar.
o Select Spelling from the Tools main menu.

Saving a Presentation

To Save a Presentation:
1. Go to the Menu Bar and click File.

2. Click Save. The Save As dialog box will then appear. Change the
directory, if needed, to find the directory you want to save the file. In the
Filename box type the name of the file, then click OK.

INSERT ANOTHER SLIDE

Miew | Insert Format Tools Slide Show W
§| ‘3 Mew Slide...  CHHM e

Duplicate Slide

Slide Murber |:

Maba and Tirma

5 Pre

Insert/New Slide - you will be prompted to select the best layout for this slide.
Chose one and click OKAY.
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Again, click and type on the text holders in the layouts to add your information.
Notice that as you add the information on the left, it is also added to the right.
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+ First point goes her
+ Second point goes

2 [@ Pros and Cons of Fari || - .
s ? Pros and Cons of Farm Animals
" bt 1 roves |

text in & bit,

» and it uses anoth _‘ B PlgS * CthkenS
BulStat: : — If Tuse the indent
+ Chickers : button it moves the text B
Z in a bit.

- — And it uses another
- bullet style.

Insert another slide but allow for a graphic.
Notes:

Return to Slide one of using one of the following
methods:

e Use the Page Up key.

e Click the Previous Slide button on the vertical
slide scroll bar.

e Drag the vertical slide scroll box up until the
desired slide number is displayed.

Insert/Newslide/Select a graphic layout.

The slide comes up on the right. When you double click on the
- holder (see left) for the clipart, the gallery will open.
5

Double click to add The gallery looks like this. Search for a clip. Type shark.
clip art

%Dﬂéﬂﬁéa:unﬁﬂg



Jennifer Berthelot - 683-2715 - Online Learning Centre

Bl Microsoft Clip Gallery 21x]

J o S tmport Clips &) Clips Online @uelp
J Search for clips: IT_I,lpe ore of more words, j J [E

Fictures

Categoriez 1 - 51

L3 ﬂ -,

I e EateEDrE Favarites Academic Anirnals |
il }
Backgrounds Borders & Frames Buildingz Business
d
Q X XKL A
Buttons & [cons Cartoons Communications — Dividers & Decar...

[

[ | Cancel |

A

When you find a picture you like, click on it. I
searched for star and want this one so I do the
following: I click on the start and then I select the
little insert clip icon.

It is immediately inserted into my document.

If I click on the clipart, HANDLES appear and I can

click and drag on these handles to resize the star. Try
o it out. Also, if you want the text to wrap around, click

the clipart, and select one of the alignment buttons in the tool bar.
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Also, if you want to move the image around, click on it and drag it to place it
somewhere else.

Moving and Resizing Objects

Text, clip, and object placeholders can be moved, copied, sized, and deleted. To
do this, you must first display handles to put the placeholder into an edit mode.
Click on the text to display the placeholder, then click on the placeholder border
to display the handles.

When handles appear, you can size the placeholder or graphic by dragging a
corner handle to resize proportionally. When you size a text placeholder, the text
within it will adjust to the new borders.

You can move a placeholder and its contents by displaying the handles, then
placing the pointer on the border (not a handle), clicking and holding the left
mouse button while dragging the placeholder to a desired location.

LETS TALK ABOUT CLIPART ONLINE ....

INSERT/PICTURE/CLIPART (just like before) — only instead of searching click on clips

F Clip Art Gallery : _lc online at the top and then click
J S J lmport Clips @gip%online @ﬂelp D OK
J Search for clips: IT_I,IDE ohe of more words. | . j J |j

Pictures ez Sounds | Mation Clips |

(e etes Connect to Web for More Clip ArE, Photu_:

If pou have access to the Web, click OF. K
¢y, to browse additional clips from a special
@\ ‘Web page. Clips you zelect from there

2lx
are automatically added to Clip Gallery. Eere] |

[~ Don't show this message again
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You'll be taken to the Clipart Gallery on the World Wide Web. You can perform
searches here and have them added to your own gallery.

[} Microsoft Dffice Clip Art and Media Home Page - Microsoft Internet Explorer

i

le  Edit ‘Wiew Favorites

Tools  Help

| dmEBack - = - @ ot | @58arch [Fe] Favarites @Media @ | I%- == ;1

| Address I@ http: ffoffice.microsoft. com/clipart/def ault. aspx7lc=en-usfrag=1

United States

O

n Mlcml‘ﬂ' .
_ 2 0ffice Online

,.

Home Clip Art and Media

Assiskance

Training Clip of the Day Enhance your Web site Popular clip:
Termplates = Format and touch up a page layaout * Communica
Clip At and Media = Hone your Web site publishing skils * Cyhart anin
Garmlzss = |lse eye-catching Web site termplates » Technology
Office Marketplace = Create a dazzling FrontPage Web site Providers
Toals for Your Job * Animation F

IMicrosoft Office System + Corbis Subs

Deployment Center ™ Add to selection basket + Hemeragh

FEATURED COLLECTIONS * MyTech 3D

Selection Basket e eenBen
our selection basket is

empky, Office 2003

¢+ Download)c

Things To Do * Reasons to

Suggest new caontent Winker Taxes Desk accessories Qccupations + Bboot Qffic

I searched for ROSE. I selected the ones I wanted and then you can see I had 5
items to download. I click on that ......

@D&ém% Learning
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Assistance
Trainig Select page | 2 Download 5 items
Templates

Clip Art and Media

Tools for ¥our Job
Micrasaft OFfice System N
Deployment Center

Download size: 194 KB
{=1 min @ 56 Kbps)

Review basket

Suggest new contenk

Read our discussion r
group

Horme Searched photos for: "rose"

Downloads ¥ v

Office Marketplace ¥ t-..‘-nl ]
Selection Basket v HEE j /
Selected items: 5 F%’

-

Download 5 it%s £ w
Things To Do G ‘

When I select download, this screen appears.

I select to IMPORT into 5.0 or older ....
Then I click the download button ....

NOTICE, once you click the button, you may
be prompted - if you are, click OPEN.

When you do that, the clips you got from the

web are automatically added to your
computer’s gallery for future use.

%E}nlilm ]J.':lrn'ing
Lenbre

Download

selection Basket Details

Selected tems: 5
Daownload size: 194 KB (1 min @ 56 Kbps)
Review basket

Media Application

‘We have determined that both Clip Gallery and Clip Crganizer are install
application you wankt to use.

L& Import inko Clip Organizer wersion 2002 ar newer

Media files will be stored in wour My PicturesiMicrosoft Clip Organize
(o Import inko Clip Gallery version S.00or older

Media files will be stored in wour Application DataiMicrosoft)Media C

Download Instructions
1. Click the Download Now button,
2. If prompted, click the Open option.

Cownload Mow

(@ Having problems? Try our troubleshooting tips.
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Cptions | Help

El Clip Art Gallery =10 x|

J A J lmpu:urt Clips @gips Online @ﬂelp H4-
in @ —

J Search for clips: IT_I,Ipe ane ar more wards, | j J [a

Pictures (E@ Sounds | M ation Clips |
[lery
Clips1-5
200z =]
' Pic
0are
pplic:
kkan.
ppkic
hiook ;I
&

You insert these now just as you did earlier.

GRABBING IMAGES FROM THE WEB

Open explorer and type www.google.com into your web browser.

Google

Image Search

WWeb Images Groups PMNews more s

|| Google Search

Advanced Image Search
Preferences
Image Search Help

Select images. Type a key word and see what comes up. I typed in flower and then
looked through a few. I found one I liked and clicked on it and then clicked on it
again to get a larger view if available. Now I RIGHT CLICK on the image and SAVE
AS allows me to save it to my hard drive.
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open Link

pen Link in Mew Window
Save Targek As...

Print Targek:

Shiow Pickure

Print Picture. ..

30 ba My Pictures

Set as Background
Set as Deskkop Ikem...

Zuk

Copy

oy Shorbeut
Paste

add to Favarites., ..

Properties

PLEASE NOTE: Grabbing graphics like this may not be the best as some are often
copyrighted. Check the websites from where the image comes to see if you can use
it.

Other sites for clipart and backgrounds:

http://pics4learning.com/ - This site is a collection of copyright friendly images for
use by students and teachers in an educational setting.

http://www.awesomeclipartforkids.com/ - Free clipart, coloring pages, backgrounds,
banners, fonts, icons, lines, worksheets and wallpaper; updated weekly.

http://www.free-graphics.com/main.html - Over 30,000 free clipart images, such as
animated gifs, icons, backgrounds, bullets, clip art, and pictures - all free for you to download.

REMEMBER ..... Right click/Save as/ to save what you like on your computer.

Back to PowerPoint .... We now have three
pages, one graphic, and some various layouts
of text. Let’s apply a template.

%ﬂdﬂ;und LArTINgG
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sett | Format Tools  Slide Show  Window  H

Eﬁ Eortk. .. | @

Background. ..

n Template. ..

Select FORMAT/Apply Design Template

You will have several options - I selected bamboo and hit apply.
(—

I[:l Presentation Designs j 4m | @ 'X @ + Tools «

|1 Adrministratar Taals 7
[Z7 Student Tools

[_] Teacher Tools

Arksy.pot

Azure.pok

Look in:

Lorem Ipsum

« Delor sit amet consectetuer adipiscing

Elends. pat

Elue Diagonal. pot
Elueprint. pot

Eiold Stripes.pot

E‘j Business Planner Templates

Cackus.pot

My Documents:

elit sed dam
= Norsmmy sbi evismod
= Tredduniul
e ok e
= ity wapm

o sy

+ Came ifen uteren o moer bl o .

Capsules. pot
Checkers. pak
Cikrus.pak

Canstruction, pot

File name; |

[+

Favorites

Files of type: |Design Templates (* paok)

Immediately I am sent back to my presentation and the template has been applied
to all 3 slides. Notice that the bullets changed to match the theme, the font of the
title changed 9although you can’t see that in black and white) and the graphics were
places on the pages.

||5 SlldE ShDW ﬂindl:lw HE":' .|:|.I:rl:l » Second point goes

Qw
| Rehearse Timing o Animals

===

1 @ Jenny’s Presentation

22 Pros and Cons of Fart || -

+Pus
Record Marration. .. | o] -
inline Broadcast v 'Exﬁtel‘;;;;gam : # First point goes here
Set Up Show. .. - o ' * Second point goes here.
3D stars
| Action Buttans > phetbecotyien E
'-Q"_"J &ckion Setkings. ..
Preset Animation 3

:é% Cuskom Anirmakion. ..
animation Presview

>l

Slide Transition. ..

Hide Slide
Cuskom Shows, . t

%Dﬂéﬂﬁxuming

Let’s view what your slide show would like projected on
a screen or computer full screen. HIT F5 or go SLIDE

SHOW/VIEW SHOW.,
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To advance through your presentation, hit return to flip slides.

Adding Transitions

Transitions control the way slides move on and off the screen. They
may be added to slides in all views, but Slide Sorter view offers the
quickest and easiest way. However, other views provide a Transitions
dialog box which will preview the Transition you select.

1. Switch to Slide view.
2. Click on Slide Show in the Main Menu.
3. Click Slide Transition.

4. Select a transition type and note its effect in the window on
the bottom right of the dialog box. A description of transition
types and their effect appears below.

5. Also in the Transitions dialog box, you can select the speed
of the transition and whether you want to change the slides
manually (by a mouse click) or automatically (after a specified
number of seconds).

Exiting PowerPoint

To exit PowerPoint:

1. Click File.

2. Click Exit.

Opening an Existing File

To Open an Existing File:
1. Click File.

2. Click Open, or from PowerPoint dialog box, select Open an
Existing Presentation.

3. Select the file name (change Directory to Desktop if
necessary).

Click OK.

Printing a Presentation

Printing PowerPoint slides is similar to printing other documents.

ﬁ%fhllllll_" Learning

== Lenlre

12



Jennifer Berthelot - 683-2715 - Online Learning Centre

To print:

1. Select Print from the File main menu or press Ctrl + P.
2. Select the desired file settings and Click OK.

Notes:

= In the Print dialog box which follows, you may print the active
slide, a selected slide range, or all slides in a presentation.

= When you print all slides of a presentation, each slide prints on a
separate page.

= The Print What feature allows you to indicate whether you want
your presentation printed as slides, notes pages, handouts with 2,
3 or 6 slides per page, or as an outline.

ﬁ%“ulum Learning
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